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Login Screen 

 

 

 
This is the first screen you will see. Login using your assigned username and 

password to gain access to the system. 

 

 

 

 

 

 

 

 

 

 



Main Menu 

 

 

 

After a successful Login, you will be brought to the Main Menu. From here, cases can 

be accessed, the Report Generator and System Maintenance functions. 

 

 

 

 



Case Load Screen 

 

After selecting Add/View Cases, you will be brought to the Case Load Screen. Here is where you will 
see your entire case load. Notice that all of your cases are shown. To limit the view to only cases that 
are open, check the box in the upper-left corner for Show Open Cases Only. If you are a Supervisor, 
you will see all of your unit's cases. You may check the box for Group By User to see the cases 
arranged by Investigator. 

The Case Load screen is designed to use alternating blue and yellow colors for easy reading. The lines 
highlighted in Red are Threshold Banded. Once a case exceeds an age limit the band will appear. The 
three different ages that can be seen from this screen are: Case, Office and Staff. 

Charge Age is determined by when the case was Authorized. 
Office Age is determined by when the case was received in our Office. 
Staff Age is determined by when the case was assigned to you. 

You may also select the option to see all cases. You will notice that the Action buttons available to 
you will change depending upon if the case is in your case load or not. You may edit only your or your 
staff's cases, all others will only have a View button. 



 

Look Up Case 
 

 

 

 

A case may be searched for using any of the fields listed above.  

 

 

 

 

 

 

 

 

 

 



Add a New Case 
 

 

 

Click the Add New Case button to be presented with a blank case screen. CMS will automatically 

assign a new ID number for the case. Fill in as much information as known. Notice that the only 

buttons shown on the bottom of the screen are Add, Help and Cancel. This is because the case 

record must  first be  saved before  information on  the buttons  can be  added. Once  the  case 

appears  in Case Load screen, the buttons will be available  for use. This screen contains three 

Search buttons. The Representatives and Respondents are kept in a separate list and to add them 

to  the case  they have  to be  selected  from  the  list. Note: Always  search  the  list  to  see  if  the 

Respondent/Representative exist before adding them as new. This is so data consistency can be 

maintained for reporting purposes. 

 



View Mediators 
 

 

When clicking the View Mediators button on the Case Load Screen or when adding 

a mediation using the Mediation Button, the above screen will be shown.   Using 

this screen mediators may be added, modified or viewed. Be sure to check the list 

to see if a mediator exists before adding them as new.  For example, the first two 

mediators  listed above are the same person.   By clicking on the Cases Mediated 

button  you  can  see  what  cases  this mediator  has  been  involved  with.  In  the 

example of the duplication of line 1 and line 2, you would have to click on both lines 

to see all the cases mediated.   

 

 

 



 

When adding a mediator, you will see this screen.  

 

 

 

 

 

 

 

 

 

 



 

For each mediator, you can also see what training they have attended 

 

 

 

 

 

 

 

 

 

 



 

View Representatives 
 

 

 

When clicking the View Representatives button on the Case Load Screen, the above 

screen will be shown.  Using this screen representatives may be added, modified or 

viewed. Be sure to check the list to see if a representative exists before adding them 

as new.   

 

 

 

 



By clicking on the Show Activity button you can see what cases this representative 

has been involved with.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



When adding a representative, you will see this screen. 

 

 

 

 

 

 

 



View Respondents 

 

 

When clicking the View Respondents button on the Case Load Screen, the above 

screen will be shown.  Using this screen, respondents may be added, modified or 

viewed. Be sure to check the list to see if a respondent exists before adding them as 

new.  By clicking on the Show Activity button you can see what cases this respondent 

has been involved with.  

 

 

 

 

 

 



When adding a respondent, you will see this screen.  

 

 

 

 

 

 

 

 



 

Be careful when adding respondents not to duplicate names unless necessary.  Notice in 
the example below, There are two entries for Walmart store #2435 and two entries for 
Washington County Government.  

 

 

 

 

 

 

 

 

 

 



Case Detail Screen 

 

Once you have selected a case to work with, the Case Detail Screen will be opened.  This screen 
has several sections. 

Green Information Bar - This line is not editable.  It shows the case ID#, who initially entered the 
case and when and who last saved changes to the main case information and when. 

Case Identifier Section - Shows the filing dates associated with the case, the number, case type 
and the Case Status.  Note: The case status is updated via action codes. 

Blue Information Bar - This shows who is assigned to the case and the last action applied to the 
case. 

Basis / Issues - Basis and Issues are grouped within each category. Multiple of each may be 
selected. Hole the CTRL key and click all desired. 

CP Box - All of the Complainant's demographic information. If they have a Representative, 
click the Search button to access the Master List. 



RP Box - All of the Respondent's demographic information.  The respondents are 
located in a separate listing. To access, click the Search button.  After selecting or 
adding the desired RP, the system will ask if you would like to copy the contact 
information.  If yes then the contact fields will be populated on the main case 
screen.  It is important to have the proper contact information as this is where the 
Document Manager gets the information for the RP documents. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Actions Button 

 

 

 

After the case has been established, the buttons are available for use.  Click on the 
Actions Button to see what Actions have been added to the case and to add additional 
Actions.  Please note, Actions may not be deleted. In order to remove an action, check 
the box in the Remove column. 

To add an Action, click the Add button. 

 

 

By pulling down the Action Taken field, you will be presented with all of the Actions 

available.  The screen will dynamically change if additional information is needed for 

a selected Action. 

 

 

 

 



FFC Button 

 

 

 

The FFC button screen can be completed as information becomes available.  The 

system allows for separate Representatives to be assigned for the FFC.  If they are 

the same as the main case they still have to be added here. 

 

 

 

 

 

 

 



Mediation Button 

 

 

 

Shown above is a detail record for the Mediation button. As information is known, 

enter it accordingly. The Mediators to be listed must appear in the Mediator List. 

They can be added if they do not exist. The system can store multiple mediations. 

 

 

 

 

 

 

 

 

 

 



Attachments Button 

 

 

Clicking the Attachments Button will open a window listing all files attached to the case.  For 

example, a Position Statement that is part of the file can be scanned at included in the 

electronic case documentation.  Files of any type and size are allowed however please use 

discretion when uploading large files. 



Notes Button 

 

 

 

Clicking the Notes Button will open a window listing all notes attached to the case.  The 

notes are listed in chronological order. On the note detail screen, use of the Tab and 

Sub are optional.   The thought behind Tab and Sub would be to correspond to the 

physical case file. The Note body has basic word processing edit features or can be 

pasted to (using a Ctrl‐V) from an outside copy. 

 

 

 

 

 

 



Print Button 

 

 

 

Clicking the Print Button will open a window  listing all components of the case that 

can be printed.   The main case  information will always be  included along with  the 

items that are checked.  A print preview will be presented before printing to paper. 

 

 

 

 

 

 

 

 

 

 

 

 



 

Document Manager 

 

By clicking on the Documents button, you will be presented with the document 

selector screen. 

 

All  documents  are  categorized.    Click  the  Category  pulldown  to  select  a  desired 

category. Then,  select  the desired document.    If  the document  requires additional 

information, the appropriate information will be prompted for. 

 

 

 

 

 

 

 



After clicking the Create button, the letter will be generated and be shown ready for 

download as seen below. Open the document. 

 

 

 

Press Ctrl-A to select all the text.  From the Staff Portal, open a blank copy of 
letterhead.  Underneath of the header block, right-click and select MERGE 
FORMATTING (M).  Your document is now ready to print and/or save. 



Reports 

 

 

The reporting facility in CMS is very robust.  If you are in the need of a report, see 

one of the CMS support staff to discuss. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 


